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ACTION PLAN and

Milestones re objective - "By the end of FY-76 develop

Office of Training an organizational
plan in consonance with the Word
Processing Center concept to utilize

the qualifications of the administrative
secretarial personnel to the maximum
extent, while requiring the services

of a minimum number of such personnel."
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FLLIW ¢ 29 ‘ ; DAY PF REFORT: 7503C0
OFFICE OF WRAINING ACTION PLAN
s(RIFCTIVE NO, , : : _
S 16X 4 DD OFFICH DIV
R67503 og SRS
OBTECTIVE: BY THE END OF IY 1975 iTVILW TEE AGENCY
TRATHLNG KFCORD (ATR); TIMYE FRANES FOR INFUT/
ouUTPUT; AR FRESTRT DESICHS TC MAFE I MORE
RFSPONSTIVE 70 RFQUIRFMEFNTE,

FISCAL YEAR v 14970 STATUE JUL-*UG =
FST . MAN YEZRS:T 20 STATTS SEP-QCT =
Fs9, DOLLARS 1 3800 STATUS NOV-DYC &
TARCGET DATE + 30 JUN 19756 sTATUS JAN-FIR =
CTTION CFIFLCER: CHIEY R/G . SPATUE MAR-2PR

eLATUSG MAY~JUN

SRR SRR F T, RE PONFE R E R KR RAK TR %
JUlL AUG Srp ocT NCV DFC Jhd FEB FAR APR WRY JUN

1. REVIEW ATR PROGRAMMING WITH OJCS PF.R‘SO].\K;E'.I..

SEY

2, REVIEW OF PRESENT CONLIG PRCCHDUKRES WITHIN RG.

’
octT
3, RBEVIFW COMECHELT PTRATNING INPUD WITH VIEW TOWARLS DVFCENTRALILETION
SEP
4, REVIEW COUKSES R ETAIAED IN MERMORY: RICG MAEND ADDITICKS/DELETTORS,
NOV
b REVI W a8 ) 7-YFAR CUT -t ;b) 3-DAY DURATION IRPUT; < Y OFPEASTHITTY
CF CCDING SELEFCTID EXTERRAL TRAINING PRICR TO ACTUALIL COMPLETION.
.

a ke b

o 6, DETERMINE PRFSFNT ATR RFACTTON TIMF T0 CUSTOMER REQ UIREMENTS .

7. WORK TCOARDS DIRFCY DATA ILFUT TO OJCS VIA ISTR TERMINALG .
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FILEW ¢ 14

. OFFICE CF TRAINING ACTY1ON FLAN
CBILCTIVY MO,

. LCL DD _OFFICE Dlv O1'R
. 14-2 SRS 02

CEIFCTIVE: RY END OF FY 197% IMFROVE RDMINISTRATICL CF TEHE
AGENCY EXTERNAL TRAINILG PRCGhAM

F1SCAL YFAR s 75 STATUS JUL-AUG
EST. MAN YEARS: .40 STATUS S¥P-QCT
FS1T. DCOLLARS 3 £9000 STATUS NCV-DFC =
TARCGEYT DALF t JUR STATUS JAN-FEB =
ICTICK OFFICER: CRIFE SRS STATUE MAK=2FPR
STATUS BAY-JUN

H3 R AR R RRUR R MTLRET CLES 33338 33330023 3 33t 4
JUIL rUG SEP ocy NOV DIC JAN FEB MAK APR MAY

1s RE-EVAL DISSFN. SY& FOR COUKSE ANKOUNCE/INFO;UPDATE REQUIRE LIST

SEP

1. BASED ON SURVEY OF CCMPONENTS

. : : APR

¢ %

2. OVEFALL EPFFECTIVHKLFSE & REQUEST PAFFRWORK SUKRVFY FRCM 1ISAS

—r—;

3.REVIEY FEASIU/DECEN SELFCT FISCAL/TREVEL PROC ASPECTS OF PROG

JhN

4, REVIFW PRFS METH FRROLI FMEI.OYFFS IN CFFICIAL COVER STATUS Iu

4, FXTFRNAL PROGRAMS (JOINT WITE COVFR & COMMFRCIAL STAFF)

» \Vﬂ""’_ i
REVISE & STREAMLINE SYSTEM OF HAND EXTERNAL TRING COMPLF'I‘ICNS;

JAN

b, ULILIZALION OF CCMPUTER ArFPLICATIUNG WHERDE YEASIELE

L /76
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2., REORDFK PRIORITES WITHILW COFFICE; KREOKCGANIZE PROCEL‘URFS TC 1RCKREASE
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FILI ¢ 1 DA OF REFORY: 750

OFFICE CI' TRAINILSG ACTION PLAN
OBIFCYIVE NO, ’
DCI Db OFFICKE D1V CIR

¢ 18-2 SRS 05

CBIFCTIVE: CONTINUATICN CF MILESTONFS FCR WORD PROCESSING CENTER
ORJECTIVE .

FISCAL YF2R : 75 & 76 STAPTUS JUL~-AUG
T, MAN YERALRS: STATUS SEP-QOCT
ST, DCLILAKRE STATUS MOV =-DEC
TAKGET DATE : ’ STrILS JAN-FTE
ICTICKN OFFICEFR: CHIEF &RE ETATUS FAR~AFK

STATUE MAY--JUN

364 A AR B R F WL, TG TONG T 340 5 4 330
JUL AUG SYE ccr NOV DEC JAN I'EB MAR EPR MAY

6. FAKE RFCCM FOR CHAKGES Ik MIX OR‘QUAMT_I‘Y OI' ECUIP USID BY WPC

MAR

7.08 CLERICAL FOSY ARE CCLECL;RFDUCE BY ATTRITION/REASSIGHMMENT

e 7., NO, ?Illi}( P.EI\‘S ON BOAKD "IN C'l'k BY EQUIV CF 3 - G5 7/5 PC?bJL’J,'lCtJS
.8.11\ CONJUINC’I'ICN W/ 1ISAS; COMPARE & FVAL CCSTS FFFECT OF OITR CLER
€. SUPPOKT PRODUCTION USIKG WPC W/THCSF GENEKRATED FROM TADITIONAL
8., CLER ARRANGEMELT USFED FREVIOUSLY I CTR
2. TAKING IN ACCOUKT KECOMMFND SIZF STRUCT OF WPC; REVIEW CLER

S | DEC

9. POSITIONS OUI'SIDE CEMTER & MAKE KECOMMFNDATIONS FOR THEIR

 Sa Y70
9, CONSCLIDATION;ABOLLISUMELT OR TRALSITR TO WPC
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OFIF1CK OF TEAINING ACTION FI-
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LCl LD OFFICT DIV OTR
472 GRE 0b

COJFCTIVE: THROUGE DEVELOPMELT/IMPLEMFMLPATICN CF WORD PRCCESSING

FISCAL YFAK s

IST. MAN YVFARS: )

T, DCLLAKRE 3 £TRTUS NOV-DEC
TAKGET DATE :

ACTICH CEFPICEN:

CHMFRy INCEEASE CLFRICHL. SURPORT PRCOLDUCTION AND

AT SAME TINE DFCRIASE CLFEICAL PRREORNEL CCSTE BY AT
. LEAST ¢35000 DUKILG FY7H, ULRDEKYAKE SYSTFMATIC KREVIEW

OF VW.P, TECHNIQUFE IN FY 76

75 & 76 STATUS JUL-2AUG
) STATUS STP-0OCT

1"y

JUN STrTUS JEN-FFE
CEIFL ERG STATUS MAR-AFR
STATUS MAY-JUN

3 A A I I SRR XEMTTLE STORNES # 3R IS0 3 X34 e3¢

JUL AUG SLp GCY 6LV D¥C JAN FEB MAR APR MAY JUN

1'

2‘

3,

3.

4,

5.

¢,

FECOMMENT &% CLERICAL SLOTS COMMENSURATE W/AFPROVED GRADE

NOV

STRUC OF OTP WPC T/0 TO BE TRANSFER FROM OIR AT LAKRGE 10 WPC

NOV

FOLLCW pPPROV PLAN-DIFFCT ORDERLY PHASILG Iﬁ OF CTR OFFICE TC wWpPC

JAM

’&OORDIKATF W/ EACH OTK CFFICE TC ENSUKE THAT FLAM IS DEVEL WHERELY

JAN

CLER POSI ARF RESTRUCT OR COWSCLILATED TO EFFECTIVELY UTILIZE

JAN

TIME NO LCNGER PFIILED BY TYPILG & SHCKTHAND DUTIES

JAN

MONITOR IMFLEMENTATICH OF FACH O1R OFFICE APPFOVEFD FPLAN FOR

FEB

RESETRUCTURING OR CONSOLID OF CLFR POSI WITHIN ITS JURISDICTION

FFB

CCND REVIEW OF EFFECT OF WPC/MAKL RECOM AS 10 IDEAL SIZP/STRUCT

FEB

1N ceraunce h/ISAS;HhVIPk WP I'CUIP ThEAT HASL COME ON MARKTYG
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FILE# 1 19 } DRT DF REPORT: 7503060

OFFICK OF TRAINING ACTICN PLiAN
CRIECTIVE KO,

pCI DD OFFICE DIV OTR
: 19-2 SRS . 06

CLIECTIVE: KFDUCE COTR RICCRDE HOLDING {OFFICE FILES) BY
15% I FY?7% ALD FTeFECT BN ADDITICLAL 10%
REDUCTION DURILACG FYT70

IISCAL YFAR 7% & 706 : STATUS JUL~AUG
EST . MAN YEARS: 5TATUE SEP~0OCT
¥ST. DOLLARE STATUS NOV=DEC =
TAKCEY DATE : JUN STATUS JAR=~YED -
MCTICN CFFICEK: CHIFP SKS STATUS MAR~APR
STATUS LAY -JUN

SEAEN R A AR B RV LT PG TN ONE S 3 365 2 A B 3
JUL AUG SEF . OCT LoV DEC v JAN FEB MAR AFR MAY JUK
1. DISCUSS w/EACHE UNIT CHIEF PRKOP 15% REDUCT OF OFF REC LOLD FY7)
2, REVIFW W/UNIT CHIFPS OIR RFCORDLS CONTROL SCHLIDULE & INITIATE

2. BEFINITE PLANS FOR THEF KFLUCTICK OF OFFICE FILES

3.FFVIEW QUARY RECCKDS/FACE Ukl MOLITCK 5% REDUCT FACK CUARTER

ocT : J2 AER
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FILE# 1 20 - ' DAY OF REFORT: 750306
L] .
OFFICFE OF TKALMILG ACTION PLAN
CBJECTIVE NO,
LCL DD OFFICE piv | OTR
20--2 RS 07
CBJECTLVE: REDUCE S$ECURITY VIGLATIONS Ii CTR BY 15% IN FY?75
FISCAL YKAR T 75 STATUS JUL~-2UG
FST., MAN YFAKS: STATUE SEP~OCT
EST, DCOLLAKS ¢ STAIUS NOV-DFC =
TARGET DATE 1 TUN STATUS JRN-FET
ICTION OFFICER: CRIFF SRS : STATUS MAR-AEK
STATUS MAY =T Ul
AR SRR R RS M T L GTONES 408 33030 5 346 40363038 0%
JUL  AUG SE¥P oCT NGV DEC JAN . FFE  MAR  APR MAY JUK
. ; ; . :
. 1. ANALYYZE FY74 VIOLATIONS; IDFLTIFY PROGLEM AKEAS
JUL '
. 2. CONSULT wITH ULIT CHIEF Il ERCLLEN AREA(S)
JEt e UG
3, PREFAKE FLAN FOR COUNTFRING PROBLEM AKE2 (S)
N ) SEP
[ -
‘ . 7-} ) .4, COMPARE NO, OF VICLATIONS AT MID-YFAK PCIKT W/ SANE TIME Ik
; DEC
4, PREVIOUS YEAR TO SFE IF SUFFICLFNT FRCGRESS IS BEING MADE TO CIJ
DEC
; ¥
? 5. CHECK PRCGRFEE TOWARD GOAL/TAKE RFMFDIAL ACTION IF KECESSAKY
! o _ _ MAR
1 i
®
|
4
'
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EJLke s 21 : "’ DAl OF REPORT: 750300

OFFICE OF TRAINILG ACTICN PLAM
OBJECTIVE KO,

ber DD OFFICE DIV O1R
21-2 SKS 08

CBIECTIVE: RFPORT CKR FEASIDBILITY CF 2 CFN'I‘R]“.J.» ANSWERING
TELEPLEONL SYSTEM CORCEFY IN CTR DURLING FY75

FISCAL YEAR 1 75 . STATUS JUL-AUG
ST, MAN YEARE: STATUS SFP~0CT
¥ET . DOLLAKS 3 STATUS NOV-DEC <
TARGET DATE : JUN S1ATUS JAN-FER =
MNCTION QFFICFR: CHIFI SRS STATUS MAR-2PR
STATUS EAY-JUN

AR IR YRR B E P TLTO TONFS 3383 R U234 40 %
JUL -AUG SEP oCT NOV LEC | JAN FEE MAR AFR MAY
1. ASSESS & BEVALUATE FXISTING CELWTRALIZED TELEPHONE SYSTEMS IN

_ OCT

1. BOTH COMMEK & GOVERN FAC GIVING PAKTIC ATT T0O APPLIC TO COTR OF

oCy

2, MFET W/REFRESERTY/OTR ULITS TC EXFLORE 9HTIR TELFPEONE PR Ch;

DEC

2. RELATE THESE PROBLEMS TO' ON-GGING SYSTFMS ELSEVWHERD

bEC

3. CONSULT %/TFELE FAC BRANCH TO INVESTIGSATE AVALL OF LEQUIF/COSTS

JAN

4. PREPARE RFPORT ON FIKDILGS ANWD RFCOMMELL ACTION TC BE TAKEN

MAR
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Remarks:

For SRS Management Conference, 1400
9 May 1975,

Attached:
Remaining FY 75 SRS Objectives.
Memo for the Record of March
conference with SRS.

a.
b.

action plans for his FY 76-77 Objectives.

At the conference, Unit Chief will submit
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MEMORANDUM FOR THE RECORD

SUBJECT: SRS Management Conference with DTR, - STATINTL
10 March 1975, 10:30 i

DDA Objective BG67503, SRS Objective 1 - Review and Redesign.
.ol the Agency lralnlng Record (ATR)

0JCS agrced to a hipgh priority for the redesign of the

ATR and has assigned part time to do the STATINTL
. programming. We anticipate that 1t will take at least two

months to complecte the programming. The redesign of the ATR

is working towards direct input. The Data Access Center

(DAC) should be in the C of C within five months and we have

identified the area in ISTB for the DAC. This objective now

has a completion target date of 30 June 1975. The DDTR

requested that a flowchart on the redesign of the ATR be

prepared to show Mr. Blake at the Management Conference on

: 27 March 1975- 10 prepare.
STATINTL ' 1 R

SRE Objective 2 .- Improve Administration of the Agency External
Training Program

The Office of Finance wants OTR to retain control of
all external training. The Registration Group will do all
billings, registrations, etc. Milestone #4 continues except
for the Off-Campus Program for which a definite procedure

has been established. The DDTR requested that —STAT|NT|—

provide a statement on savings to him in the new procedure

for handling travel orders. The external training budget
STATINTL  for the Agency is

" SRS Objective 3 - Administer the Agency Off-Campus Program
and Increasc Participation

The objective has been completed and dropped from
further reporting.

SRS Objective 4 - Component Training Officers

The objective has been dropped.

Approved For Release 2001/08/02 : CIA-RDP81-00896R000100230001-2
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SRS Objective 5 - Word Processing Center (WPC)

Two new machines arc on order with a delivery date of
May or June. The T/0 of the WPC has been increased by two.
Chief, SRS is ncgotiating on spacc for six machines. Nego-
tiating with Chicf, II on the possibility of obtaining
additional adjoining space from II. The WPC will not save
$35,000 in FY 1975, but it should show up in FY 1976. It
was agreed that if new centers open up in the Agency, OTR
personncl should be used to organize and set up the necw
centers. The DTR stated that we should try to get our girls
the breaks. Presently, the WPC needs more material from
LLC--Chief, SRS working on this.

SRS Objective 6 - Reducc Records lHoldings

This- objective is ahead of schedule. We have reduced
our records holdings by 13.3 percent against a target goal
of 11.2 percent cumulative through February 1975.

.SRS Objective 7 - Reduce Security Violations

The objective is ahead of schedule. There were no
security violations since the last meeting-8 January 1975.

SRS Objective 8 - Central Answering Telenhone System

All Milestones arec now on schedule.

SRS Objective 9 - Computer Applications for Internal and
External Program Activity

This objective is part of and included in the DDA
Objective B67503, "Review and Redesign of the ATR" and DDA
Objective B57505, '"Establishment of an OTR Data Base."
Thercfore, SRS Objective 9 will be dropped from further
reporting as a separate objective.

Review of Proposcd SRS Objectives for FY 1976-1977

Chief, SRS submittced a revised list of proposed Unit-
level SRS objectives for FY 1976-1977 and the following
actions were taken: '

a. Presently in progress, but will continue into
FY 1976.

A : CIA- -
pproved For Release 2001/08/02 : CIA-RDP81-00896R00040Q230001-2
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b. Out--presently in plogress and should be
(,omploted by end of FY 1975.

C. OK
d-t OK
e. 0K

£. Objective statement reworded to read "Restructure
the Agency Off-Campus Program.' The addition of Certificate
Programs and the omlttlng of graduate-level courses
should be covercd in the milestones of the Action Plan.

. This objective is self-explanatory and need
not be at the OTR (Unit) level requiring reporting to
the DTR. This should be an SRS internal leve] objective.

h. OK

Approved For Release 2001/08/02 : Cl I%D 81-00
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OBJECTIVE: RESTRUCTURE THI AGNECY OFF- CAMPUS PROGRAM

ACTION PLAN - FY 1976

MILESTONES:
1. Meet with OTR, 0JCS and University of Virginia represeﬁtatives to
discuss feasibility of instituting a Certificate Program in Information

Systems in the Off-Campus Program curriculum. Completed

2., Complete preparation of ‘mployce Bulletin surveyirgz emloyes in-

terest in Off-Campus Program courses for Fall, especially in Basic and Ad-

vanced Certificate programs in Information Systems. Completed

-~

3. Analyze results of survey bulletin and determine employee interest
in the Certificate Program in Information Systems and other coursc offerings.

(undergraduate, graduate, and language) June 1975

4. TIf employee interest warrants including an Information Systems
Certificate Program in the Program, identify the specific¢ courses to be in-

cluded and instructors for them, in coordination with 0JCS. July 1975

5. Revicw one-year waiver procedure for Program registration with Civil

Service Commission and Agency Training Officers. July 1975

Approved For Release 2001/08/02 : CIA-RDP81-00896R000100230001-2
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6. Draft Employce Bulletin announcing details of registration for
Program and specific course offerings, highlighting the new program for

Certificates in Information Systems. July 1976

7. In conjunction with OJCS and University of Virginia, investigate
methods of administering the Certificate Program and determine necessity for
keeping records on participants scparately from other Off-Campus Program

students. ' ' . C August 1975

8. Itis determined that records on Certificate Program students must
be kept'separately from other Program students. develop mathod for accomp-

lishing this.™ - : : September 1975

‘9. Determine follow-on courses for Certificate Program to be included in

”~

Spring 1976 semester. October 1975

10, " Determine what other Certificate Programs might be added to the Off-

Campus Program. : - Febrhary 1975

t

11.  Investigate possibility of using EEO {unds, in part, for Of£-Campus

Program, : January 1976

Approvéd For Release 2001/08/02 : CIA-RDP81-00896R000100230001-2
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